
Accelerated 
SAP 

 
State of 

Utah 

 
 
 
Organization/Area: 
Agency Payroll Administration 

BUSINESS PROCESS  
PROCEDURE 
                                      
 
Report – Time Entered After Cutoff 

 File Name:   C:\DOCUME~1\filgs\LOCALS~1\Temp\GW
Viewer\Report - Time Entered After 
Cutoff.doc 

Release:  R/3 4.6C 

              
Responsibility: 

Payroll Coordinator Status: Issued: 12/31/2002  Revised: 

 

Last changed on: Last changed by:  Version: 1.0 Page: 
12/27/2002 MAustin  1 of 6
 

bpprtc 
Overview 

Trigger:  
 
Agency staff wants to see time entries that were made after the cutoff deadline for 
time entry. 
 

Business Process Procedure Overview 
 

Agencies review time-entered reports to determine that time has been entered 
correctly. After doing this review, agencies want to be assured that no unauthorized 
time sheet entries have been made. This report allows them to review all time and 
other earnings entries made after a specific date and time.  
 

 
 
 

Procedural Steps 

1.1. Access transaction by:   
 
Via Menus Reports after Entry  Time Entered After Cutoff 
  
Via Favorites Menu Time Entered After Cutoff 
 
Double click on Time Entered After Cutoff and the following screen will 
appear: 
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Input Fields Field Value 
Payroll area Enter UB, (Currently the system has only one payroll area) 
Other Period Period and year is required only when selecting “Other period”. Enter the pay 

period number and year according to “Period List” distributed by Dept of Finance 
Personnel number Employee numbers are used to select specific employees – leave blank if 

Organization key is used. 
Organization key Enter Agency, Space, Low Org and Distribution of employees to be reported – 

leave blank if Personnel number is used. 
Cutoff Date Enter the month/day/year of the cutoff date. 
Cutoff Time Enter the cutoff time. (Use military time e.g. 24:00:00 = 12:00 midnight, 12:00:00 

= 12:00 noon, 1:00:00 = 1:00 a.m. and 13:00:00 = 1:00 p.m. 
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1.2 Select the pay period for which you want the report. You can select the 
current period or other periods. To select an “other period”, click the 
“Other period” button and enter the period number (1 through 26) and the 
calendar year.  

1.3 Normally, you leave the “Personnel number” field blank and use the 
Organization key for the selection criteria as described below. If you want 
to select specific employees, enter their personnel number(s) in the 
Personnel number field. To enter multiple Personnel numbers, click on the 
arrow next to the entry box and refer to step 1.4. 

1.4 When you click on the arrow next to the entry box, a “Multiple selection …” 
window appears. Use green tabbed boxes to enter multiple individual 
selection criteria, (personnel number in this case) or ranges of selection 
criteria. Use red tabbed boxes to exclude records from the range of 
selected criteria. All selection boxes that appear when you click on the 
arrow next to the entry box operate in the same way. 

 
1.5 The “Organization key” field allows you to enter the Agency code 

followed by a space, the Organization code and the Distribution code to 
specify your selection of an employee group. You can use the wild card 
symbol, *, in your selection criteria. For example, if you want all 
employees in agency 100 and organization code 0420, you should enter 
100 0420*. You can also select employees from multiple organization 
keys by clicking on the arrow to the right of the “Organization key” 
entry field.  (See step 1.4). 

 
1.6 Enter the cutoff date and time in their respective boxes. Any time or 

other pay entries made for the selected employees after that date and 
time will appear on the report 

 
The completed screen will look similar to the following: 
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This example shows how to select entries made after 12:00 noon on the 
December 19, 2002.  
 
1.7 Click on the Execute icon  and the report will appear. To print the 

statement, click on the Print icon . Following is an example of the 
report. 
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